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Records Management:  Being Relevant in Tough Economic Times
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My Background











Random Facts	

		Perry County—27.3% unemployment rate in January 2009

		State rainy day fund expected to fall by $230 million by end of FY 09-10

		State budget has been reduced by more than $270 million in two fiscal years

		County budgets across Tennessee have suffered proportionally.





	



Perry county--http://news.tennesseeanytime.org/node/1937

State budget-- http://news.tennesseeanytime.org/node/2017











This isn’t just a problem in Tennessee, and our situation could be worse





		State of California paid staff by Registered Warrants due to failure to pass a budget

		Maryland’s governor has required state employees to take 2-5 furlough days this year, effecting 67,000.

		Nationally, the unemployment rate surpassed 9.8% for August 2009.







California--http://www.stateline.org/live/details/story?contentId=409881

Maryland--http://www.bls.gov/news.release/empsit.nr0.htm









Always define your terms:

		Merriam-Webster defines relevant as:





Having a significant and demonstrable bearing on the matter at hand.















One functional “definition” of relevant RM

Manage the right document, in the right way, for the right time, at the least cost.













For those who don’t work for the government, statute defines records as:

[A]ll documents, papers, letters, maps, books, photographs, microfilms, electronic data processing files and output, films, sound recordings, or other material, regardless of physical form or characteristics made or received pursuant to law or ordinance or in connection with the transaction of official business by any governmental agency (TCA 10-7-301(6)).













How does that definition help my program?

		As a RM professional, you are responsible for the record from the time your agency creates or receives it, until final disposition as approved through a retention schedule.

		Given the definition, you cannot abdicate your responsibility to manage those records, regardless of physical form or characteristics. 















What does a poor economy mean to Records Management?

Budgets are restricted;

Staff cuts have hit RM programs state-wide;

Money for program inventory (shelving; fire safes) has been cut;

Money for program improvements (electronic RM software purchases) can disappear.



But, the importance of the profession hasn’t been reduced at all.  Indeed, RM’s importance in protecting the agency against frivolous lawsuits and needless storage costs has increased significantly.  



Remember, every dollar spent needlessly is a dollar you will never see again. 







Despite perception, RM is not just

















RM is also

















Professional Relevance

What essential functions does RM perform?

		Ensuring that sound records management practices are part of the business function;

		Setting and enforcing policy and procedures for creation and maintenance of records;

		Identifying and protecting vital records;

		Identifying and documenting information flows.





For this to work, good recordkeeping must be part of the agency’s corporate culture.













“Corporate” Culture

For RM to flourish, it must be part of the agency’s culture:

		Management must support;

		Staff must be trained;

		RM staff must provide operational support.















The Records Manager is also a “Manager”

		If you are responsible for your agency’s RM program, you manage scarce resources:

		The agency’s institutional memory;

		The agency’s reputation for integrity;

		The staff who perform the day-by-day work (either directly or indirectly).

		A good manager should also be:

		A leader;

		Creative;

		Available to staff with ideas for improvements;

		Willing to adapt to changed circumstances.















The changing face of records

		As of 2003 (the most recent data available for this):

		92% of all new data is stored on magnetic media

		7% on film

		0.01% on paper

		0.002% on optical media.  





Source:  How much information? http://www2.sims.berkeley.edu/research/projects/how-much-info-2003/printable_report.pdf









How Technology Matters





A rough comparison of stock values:  Borders vs Amazon over four years.













What is changing?

		The way people communicate (“Social Media” sites; SMS)

		The way people record information (the transition from paper to electronic/digital);

		How information is shared (again, see 

“Social Media” above; Wikipedia; blogs ).  





In short, you are witnessing, and likely participating in, the democratization of information.  Every person with a computer, or a smartphone, can release as much information as a professional journalist.  



Thursday, UK court used Twitter to serve injunction  http://www.computerworld.com/s/article/9138800/U.K._High_Court_serves_injunction_using_Twitter?source=CTWNLE_nlt_pm_2009-10-02 









So, smarty-britches, how do I do all these things while facing cuts?

		Not to fall into a cliché, but RM has to think “outside the box.”  



		What can I do for the program that drives benefits, but doesn’t cost anything?

		Can I find efficiencies in the way information is shared?

		Do I have natural allies in providing services or sharing costs?











How does those duties make RM relevant?













Step One:  Change your approach

		If paper is used less and less to store “new” information, then:

		Get with IT to ensure data with long-term value can be retrieved.

		Begin building an infrastructure to support older data

		Keep older versions of software if data can’t be converted;

		Convert “valuable” information to newer formats (PDF/A, where possible).  

		Champion good records management as a cost-savings tool.

		Be creative; determine where an understanding of information flows helps the agency.  Look especially for labor-intensive processes involving travel outside the office.  









Step Two:  Form treaty relationships

		Determine your actual responsibilities

		Ensure your RM program is mandated under agency policy;

		Ensure RM policies are enforced within the agency;

		If your agency has an internal auditor, this group is your best friend.

		Develop strong ties to your natural allies

		IT for legacy data and e-mail;

		Tie electronic data to existing retention schedules were schedules exist; if one doesn’t, get started.

		Legal, especially in highly-litigious areas;

		Finance, in areas focused on financial data.









Step 3:  Get creative finding troops

		Because of the data RM controls, care is needed here.  But, help is available:

		Contact your HR/Personnel division.  Ask about light duty/IOD staff.  









Step 4:  Look at your program from the outside

Audit yourself. 

		Do you retain records under valid retention schedules?  

		Do you allow users to keep records longer, “just in case?”

		Do you retain records under the least secure method allowable for the record?

		Do you store records protected by HIPAA and twenty-year old dog licenses in the same off-site high-security vault?

		Have you compared retention schedules against actual retrievals?

		Do you have records with long retention periods, but with zero retrievals in the past ten years?









Step 5:  Be Honest

		Evaluate yourself

		Do you provide excellent customer service, regardless of the circumstances?

		Do you strive to be the best you can, regardless of what anyone else does?

		Evaluate your staff

		Do you provide excellent customer service, regardless of the circumstances?  Do they excel, even when no one else does?

		Do they understand the role of RM in the agency, and can they explain that role to other employees?  





One caveat:  if you don’t provide excellent service, how do you expect your staff to do so?







Step 6:  Be Ruthless (in the kindest way, of course)

		Do you use your staff in the most efficient way possible?

		Do you encourage your staff to find efficiencies in the systems you’ve created?

		Do other managers trust you to evaluate their systems?  

		Have you willingly reduced staff when projects were complete?  Or, have you “created” new work for them, rather than lose staff?  





This step is likely the hardest.  But, you are both a steward of the state’s revenue, and a payer into that revenue.  



When asked, give your honest, professional opinion.  Don’t hedge answers because of friendship, fear, or favor.









Step 7:  The economy can be your friend

		If you are known in your agency for running an efficient shop, and your peers and superiors trust you to be honest and helpful, then now is the time for RM to shine.













Information flows throughout your agency

Records Management’s natural focus is information flow:

	Where does a record originate?  Who gets a copy?  Why?  Where does the record reside?  Who retrieves the information later?  How long do we need it?



All of this should make the records manager a natural ally for any division looking for a more efficient workflow.  







Questions?














Mark Bengel

CIO

State of Tennessee
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Tennessee Electronic Records Policy







Electronic Records Policy



		Electronic Records Recommendations – approved by Public Records Commission

		Policy document being created 



		Public Records Commission

		Electronic Records Committee

		Records Division, General Services

		Office for Information Resources, F & A

		State Library & Archives, SOS

		Comptroller

		Attorney General

















Policy Areas (Tentative)

		Taxonomy

		Agency eRecords Plan

		File Formats

		Storage









Taxonomy

Classification dictates treatment of eRecords



		Critical vs. non-critical

		Categories

		Record series

		Metadata standards









Agency eRecords Plan

		Systems

		Technical descriptions

		Testing, quality assurance and migration strategies

		Backup strategies

		Disaster recovery strategies

		Classification of records stored





		Agency defined categories





		Agency records series

		Retention/disposition requirements

		Access requirements

		Other information required by RDA





		Agency plan to be submitted annually







Relate RDA to complete preservation plan

*









File Formats



Records should be stored in approved file formats according to required retention period.



		   Up to three years - stored in low, medium or high confidence file formats





		   Three to five years – medium or high confidence file formats





		   Five years or more – high confidence file formats



		MEDIA		HIGH CONFIDENCE LEVEL		MEDIUM CONFIDENCE LEVEL		LOW CONFIDENCE LEVEL

		Text		PDF-A (*.pdf)		HTML 		Open Office (*.sxw)

		Plain Text		DTD (*.dtd)		Open Office XML (*.docx)

		XML		DVI (*.dvi)		Microsoft Word (*.doc)

		Rich Text Format (*.rtf)		PDF/A-1-b(*.pdf) 		WordPerfect (*.wpd)

		Open Document Format (*.odf)		PDF		Compiled / Executable files (EXE, *.class, COM, DLL, BIN, DRV, OVL, SYS, PIF)

		 		DjVu		All other formats not listed here

		 		Open Office (*.odt)		 

		 		Computer program source code (*.c, *.c++, *.java, *.js, *.jsp, *.php, *.pl, etc.)		 

		 		 		 

		Raster Image		TIFF		MrSID (*.sid)		PhotoShop (*.psd)

		BMP (*.bmp)		All other formats not listed here

		FlashPix (*.fpx)		 

		GIF (*.gif)		 

		JPEG/JFIF (*.jpg)		 

		JPEG2000 (*.jp2)		 

		PNG (*.png)		 

		 		 

		Vector Graphics		No High Confidence File Formats Recommended		Computer Graphic Metafile (CGM, WebCGM) (*.cgm)		DWF*

		Encapsulated Postscripts (EPS)		All other formats not listed here

		Postscripts (PS)		 

		Macromedia Flash (*.swf)		 

		SVG (*.svg)		 

		 		 





























Storage

		Selection of proper storage for eRecords 

		Appropriate practices for management of  content storage systems

		File servers

		Collaboration tools (SharePoint)

		ECM system















